
 

 

 
 
 
Oracle / PeopleSoft Purchase Requisition 
Training 

CREATED ON 6/23/2014 

 
  



 

Page 2 of 144 
 

 

  



 

Page 3 of 144 
 

Table of Contents  

BUDGET OVERVIEW ............................................................................................................................. 5 

CREATE A REQUISITION FOR SERVICES ...................................................................................... 10 

1. Define Requisition ....................................................................................................................................... 11 

a. Line Defaults .................................................................................................................................................... 11 

2. Add Items and Service ................................................................................................................................. 21 

3. Review and Submit ...................................................................................................................................... 25 

4. Adding Attachments .................................................................................................................................... 32 

CREATE A REQUISITION FOR GOODS ........................................................................................... 38 

1. Define Requisition ....................................................................................................................................... 39 

a. Line Defaults ............................................................................................................................................... 40 

2. Add Items and Services ............................................................................................................................... 48 

3. Add Attachments ........................................................................................................................................ 58 

PRINT A REQUISITION ....................................................................................................................... 63 

COPY AN EXISTING REQUISITION .................................................................................................. 65 

REVIEW REQUISITION STATUS ...................................................................................................... 67 

1. Manage Requisitions ................................................................................................................................... 67 

Requisition Header Status ....................................................................................................................................... 70 

Requisition Line Status ............................................................................................................................................ 72 

2. Document Status ......................................................................................................................................... 72 

3. Inquire on Requisition ................................................................................................................................. 74 

CREATE A RECEIPT ............................................................................................................................. 79 

1. Receive Non-Inventory Items. ..................................................................................................................... 79 



 

Page 4 of 144 
 

2. Receive for another Requester .................................................................................................................... 83 

3. Cancel a Receipt in eProcurement ............................................................................................................... 88 

4. Cancel a Receipt in Purchasing .................................................................................................................... 92 

CANCEL A REQUISITION .................................................................................................................... 94 

1. Cancel the entire Requisition ....................................................................................................................... 94 

2. Cancel a Requisition Line ............................................................................................................................. 99 

REVIEW PURCHASE ORDER .......................................................................................................... 103 

1. Inquire on PO Information......................................................................................................................... 103 

2. PO Activity Summary ................................................................................................................................. 108 

3. Document Status ....................................................................................................................................... 110 

REVIEW AGREEMENT / CONTRACT ........................................................................................... 113 

1. Review Contract Details ............................................................................................................................ 113 

2. Document Status ....................................................................................................................................... 115 

3. Contract Activity Report ............................................................................................................................ 117 

REVIEW INVOICE .............................................................................................................................. 128 

1. Review Voucher ........................................................................................................................................ 128 

2. Add/Update Voucher Inquiry .................................................................................................................... 133 

3. Payment Inquiry ........................................................................................................................................ 135 

APPENDIX A: CUSTOMIZE FIELDS ............................................................................................... 135 

APPENDIX B:  AUTOCOMPLETE ................................................................................................... 138 

RESOURCES ......................................................................................................................................... 143 

Contact Information .......................................................................................................................................... 143 

Procurement Forms ........................................................................................................................................... 143 



 

Page 5 of 144 
 

Budget Overview 
In this exercise you will learn how to process a budget inquiry. 

Navigation:  Main Menu > Commitment Control > Review Budget Activities > Budgets Overview 

 

Select Business Unit Click the look up  

to select the 

appropriate Ledger 

Group 

Enter a Description of 

your inquiry 

Click Search to pull up an existing 
project inquiry.  Otherwise, click the 
tab Add a new value, enter an inquiry 
name such as “PROJECT” and click the 
Add button 
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CC_CNTL_CH – operating details 

CC_CONTROL – operating higher 

level point of view 

CC_PROJCHD – Project details 

CC_PROJECT – Project higher level 

point of view 



 

Page 7 of 144 
 

 

1. Enter Project 

information  

2. Search  
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Click to see the 

PO Activity 

Some projects you will need to 

increase the max rows to view 

all of the information  
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CREATE A REQUISITION FOR SERVICES 
 

 

• In this exercise you will learn how to Create a Purchase Requisition for Non-Inventory, 

Non-Maintenance Services.  

• Note: It is important to gather sufficient information regarding the materials or services 

being requested to allow approvers and Procurement staff to act upon the requisition, 

including informal quotes, estimates, and known existing contracts that may cover the 

materials or services being requested.   
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1.  Define Requisition 
 

 

 

 

a. Line Defaults 

Navigation 

Click OK 

The Business Unit and the Requester ID 
which is your Employee ID should 
default.  Change the Requester ID if 
necessary. 
Note:  Call the Help Desk x7208 or email 
IT HR Security Requests if either one of 
the values defaults with a blank value. 

Click  arrow to 
expand 
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Note:  Line Defaults values will apply to all 
of the lines.  These values may be 
changed in the Review and Submit page 
line by line.  The Review and Submit page 
override Line Defaults.   
 
Validate the entries in the Review and 
Submit page in case the data did not 
default as expected. 

Adding a Vendor is 
Optional but Preferred.   
 

Click the  Vendor 
Lookup 

Click Override 

A Buyer should only be 
entered if you are 
creating a negative 
Requisition. 
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1. Enter part of 
the Vendor name 

2. Click Find 
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 Click the Vendor 
ID to select 
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Click Category 
Lookup 
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1. Click arrow & 
change to 
Description 

2. Enter a description of the 
Category.  Select a category 
above 70000000 for a service. 

3. Click Find. 
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4. Select the appropriate Category 
ID or Description link in the list 
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Note:  Use the scroll bar 
if necessary to view 
fields. 

1.  Enter Unit 
of Measure. 

2.  Enter a (No Tax) 
ship to location 

when services are 
not taxable. 

3.  Enter the earliest 
date that the services 

are due. 

4.  Enter Attention 
To: 
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Enter Account.  Use Look Up  & 
Search by Description if necessary.  
You can also do a partial search by 
entering the beginning numbers 
of the account. 
 
Capital Expense Accounts begin 
with 69.  Operating begin with 68. 
 

Optional:  Click to 
enter a One Time 
Shipping Address 

 

To customize the display 
of the chartfields go to 
Appendix A: Customize 
Fields at the end of the 
Training Manual  
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3.  Click 
Continue 

1.  Fund Code should be 
0030 for Operating and 

9000 for Capital 2.  The DeptID (Cost Center) 
should be your individual 

department (Cost Center) for 
both capital and operating 

transactions.   

If the item(s) should be charged to 
a project, whether Operating or 
Capital, enter PC Bus Unit, Project, 
and Activity; otherwise leave blank 
and click continue. 
 

Enter 100 
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2. Add Items and Service 
 

 

  

 

Click on the Fixed 
Cost Service link  
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Note:  Services have a value over 7000000.  If you are processing goods as a service and the 
matching category code has a value under 70000000 then you must select the next closest code 
within correct range. 
 
The Category Code will blank out when it is not within the correct range.  You should receive a 
warning message.  If  you do NOT receive a warning message your browser settings need to be 
adjusted.  Please contact Olivia Rocha for help with your browser at x6672 
 

 

 

Values that defaulted can 
be overridden. 
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2. Enter the lump 
sum value. 

1. Enter description of service.  
Include the PO # in the 
description if the requisition 
should be processed into an 
existing PO. 

3. Enter 
appropriate 
values for dates 
& quote number 

5.  Send to Vendor - Checking this box makes the Additional 
Information text visible on the printed requisition and 
purchase order 
 
Note:  Make sure you include non-merchandise information 
in comments with the amount.  This amount should not be 
included in the lump sum.   
For example: 
Environmental Fees:  $50 
Total requisition will be $10000; however, the Buyer will add 
the environmental fees in a special field and the total of the  
PO will be $10050. 
 
 

6.  Click Add 
Service 
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  1.  To add another line for 
service, complete the fields as 
shown on previous page.  
Repeat until all service lines are 
entered. 
 
 
 
 

3. Click Review and Submit 
after all lines are entered. 

Notice the 
Summary page is 

updated. 

Caution:  If your Summary page is not showing or 
updated correctly you will need to Delete Temporary 
Internet Files and begin the Requisition again.   

2.  To add another line for goods 
click on Add Items and Service.  
You will need to select Special 
Item and follow the directions in 
the “Create a requisition for 
Goods”. 
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3. Review and Submit 

 

 

 

Verify the Ship to Location.  
Change the code if it did not 
default properly.  Most services 
are non-taxable.  Use a “No Tax” 
code for a non-taxable service.  Changes made to the line 

details are applicable only 
to the line that you are on.  

1. Click the arrow  to expand to 
view the line details. 
 

Note:  Line Details override values 
entered in Line Defaults 
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To customize the display of your 
chartfields follow the directions in 
Appendix A Customize Fields.   

Click on the Line 

Details icon  to 
add the Contract to 
the line.    
 
Note:  You will need 
to do this for each 
line. 

Validate the chartfields (account, fund, 
department, project, activity).   
 
If you have not customized the display of 
the chartfields then click on the 
Chartfields2 and Chartfields 3 tabs to 
view the values. 
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Do not change value 
even if you are 
processing goods 
under service. 

Click on arrow  to 
enter a Contract ID 

The checkbox defaults when the item is 
added under Fixed Cost Service.  Leave 
box checked.  
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Click OK 

Select the appropriate 
Contract.    You can use the 

lookup  .  Contact the 
Contract Administrator if 
your contract is unavailable 
for selection. 
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You may not receive this warning 
message.  Click Yes if you do. 
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Click Save & 
Preview Approvals 
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Edit Requisition 
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4.  Adding Attachments 

  
All requisitions are required to have at 
least one attachment.  Click the 

Comments icon  under Line 1 to add 
all of the attachments for the 
requisitions.  
 
Note:  Your file name should not be 
longer than 60 characters.  
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Click Add Attachments  

Click Browse  
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 Search for your file in the 
appropriate directory and 
select it by double clicking or 
high-light it and click open.  

Click Upload button to attach 
the file to the requisition.  
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Click OK.  
To add more attachments click Add 
Attachments.   
 
Note:  For change orders you only need to 

attached the conformed copy of the change 

order. 



 

Page 36 of 144 
 

 

 

Comments are required 
when attaching documents  

Click to Save & 
Submit to route 
the requisition 
for approval. 

Save & Preview Approvals will save your work.  It will not 
be routed for approval. 
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The requisition 
has been routed 
for approval 
when the status 
is pending. 
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CREATE A REQUISITION FOR GOODS 
 

• In this exercise you will learn how to Create a Purchase Requisition for Non-Inventory, 

Non-Maintenance Goods.  

• Note: It is important to gather sufficient information regarding the materials or services 

being requested to allow approvers and Procurement staff to act upon the requisition, 

including informal quotes, estimates, and known existing contracts that may cover the 

materials or services being requested.   
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1. Define Requisition 
 

 

 

  

Click OK 
The Business Unit and the Requester ID 
which is your Employee ID should default.  
Change the Requester ID if necessary. 
 
Note:  Call the Help Desk x7208 or email IT 
HR Security Requests if either one of the 
values defaults with a blank value. 
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a. Line Defaults 
 

 

 

 

 

 

 

 

  

Click arrow  to 
expand 

Enter a description for your 
requisition.  This field is used to help 
you search for your requisition. 

Note:  Line Defaults values will apply to all of the lines.  
These values may be changed in the Review and 
Submit page line by line.  The Review and Submit page 
override Line Defaults.   
 
Validate the entries in the Review and Submit page in 
case the data did not default as expected. 

Adding a Vendor is 
Optional but Preferred.   
 

Click the  Vendor 
Lookup 

Click Override 
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1. Enter part of the 
Vendor Name 

2. Click Find 
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Click the Vendor 
ID to select 
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Click Category 
Lookup 
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1.  Enter Unit of 
Measure. 

1.  Enter the 
earliest date that 
the materials are 
due. 

3. Enter Attention To: 

Optional:  Click to 
enter a One Time 
Shipping Address 

 

2. Enter a taxable Ship to Location.  The 
requisition will not contain sales tax; however, 
the Purchase Order will add the tax based on 
the sales tax applicability of the ship to 
location. 

2.  Enter 
Account.  Use 
Lookup & Search 
by Description if 
necessary 

To customize the display of 

the chartfields go to 

Appendix A: Customize 

Fields at the end of the 

Training Manual  
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Note:  Use the scroll if 
necessary to view fields. 

Note:  Line Defaults can be left blank.  
The values apply to all of the lines.  
The line details in the Review and 
Submit page override the values in 
Line Defaults. 

Enter 100 1.  Fund Code 
should be 0030 for 
Operating and 
9000 for Capital 

2.  The DeptID (Cost Center) should be 
your individual department (Cost 
Center) for both capital and operating 
transactions.   
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1.  Enter BARTD for 
a BART project or 

CCJPA for a Capital 
Corridor Project 

2.  Enter Project 

3.  Enter Activity 

4.Click Continue 

If the item(s) should be charged to a project, whether Operating 
or Capital, enter PC Bus Unit, Project, and Activity; otherwise 
leave blank and click continue. 
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2.  Add Items and Services 

 

Note:  Choosing Special item sets the order to be distributed by quantity.  This means that when 
Invoices are processed the system calculates the quantity.  When the total number of invoice 
quantity matches the PO quantity the order is completely fulfilled regardless of the price or 
money paid.   
 
Example 1:  You set up req for qty 1 at $9,000 price.   The first Invoice received is qty 1 at $5000 
price.  The quantity is fulfilled so the PO closes.  If a second invoice is received for qty 1 at $4000 
it cannot be paid against this req / PO.  How do you avoid this situation?  
 

1. Find out from the Vendor how they will invoice.   
2. Select Fixed Cost Service and follow the Create Requisition for Service Instructions. 

Note:  Services are received via voucher approval.  This is not the appropriate choice if 
you need the warehouse to receive products or you want the system to track receiving 
quantity.  

 

 

Click on the Special Item link to 
add materials or goods.     
 

Note:  If need to add more than one 
item to the requisition and one line is 
for goods and the other is for service 
then add the service line first. 
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Any values that have 
defaulted can be overridden. 
 

Category will blank out if the 
value in not in the correct 
range.  Special Item lines 
must have a code that is  
under 7000000.   

The Category Code will blank out when 

it is not within the correct range.  You 

should receive a warning message.  If  

you do NOT receive a warning message 

your browser settings need to be 

adjusted.  Please contact Olivia Rocha 

for help with your browser at x6672. 
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1. Enter description of materials.  
Include the PO # in the description 

if the requisition should be 
processed into an existing PO. 

3. Enter the earliest 
possible due date. 

4.  Do not include non-taxable, non-
merchandise charges such as freight, 
environmental fees, handling fees, etc. in the 
unit price.  Include these charges in the 
comments.   
 
Note:  Send to Vendor - Checking this box 
makes the Additional Information text visible 
on the printed requisition. 

5.  Click Add 
Item 

2. Enter appropriate 
price, quantity and Unit 
of measure 
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Notice the 
Requisition 

Summary has 
been updated 

3. Click Review and Submit 
after all lines are entered. 

1.  To add another line for 
goods complete the fields 
and click Add Item again. 
Repeat until 30 lines are 
entered.  Do NOT exceed 
30 lines on a Requisition.  
Create a new requisition 
for the remaining items. 
 
 
 
 
 

2.  To add another line for 

service click on Add or Start 

New Type.  You will need to 

select Fixed Cost Service and 

follow the directions in the 

“Create a requisition for 

Services”. 
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Click the arrow  to expand to view the line 
details. 

 
Note:  Line Details override values entered in Line 
Defaults 
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The value displayed or changed 
on this page override any values 
provided in the Line Defaults. 
 

Click Line Details icon  

to add a Contract 

Note:  Validate that the 
Ship to Location changed.  
This is the detail page that 
will be turned into a PO. 
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Click on arrow  to enter 
a Contract ID 
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Select the appropriate 
Contract.    Contact the 
Contract Administrator if 
your contract is 
unavailable for selection. 

Click OK 
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Select Save & Preview 
approvals. 
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Edit Requisition to attach 
documents. 



 

Page 58 of 144 
 

3. Add Attachments  
 

 

 

 

 

Click Add Attachments 

All requisitions are required to have at 
least one attachment.  Click the Comments 

icon  under Line 1 to add all of the 
attachments for the requisitions.  
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Click Browse 

Search for your file in the 
appropriate directory and 
select it by double clicking or 
high-light it and click open.  
 
Note:  Your file name should 
not be longer than 60 
characters.  
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Check the box if the 
attachment needs to 
be included with 
documents going to 
the Vendor. 

Click View to 
review 
attachment 

Click OK 

Click Upload button to attach 
the file to the requisition.  

Comments are required 
when attaching documents  
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Click Save & Preview Approvals to save 
without routing to approvers. 

Click to Save & Submit to route 
Requisition for Approvals. 
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The requisition has been 
routed for approval when the 
status is pending.  It is saved 
and waiting for you to submit 
if the status is initiated. 
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Print a Requisition 

 

 

 

  

Click  

 to 
select View Printable Version 

Click  Go 

Yes 
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Print from your browser.   The steps to print are based on your browser settings.  You should be able to 

right click and select print.  You may also be able to select from the menu. 
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Copy an Existing Requisition 

 

 

 

 

 

 

 

 

1. Click the button  to 
Select the action Copy 
Requisition 

2. Click Go. 
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Do NOT increase price.  You 
may only decrease the 
price.  You will need to 
create a requisition from 
scratch if the amount 
increases. 

Click Save & Submit. 
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Review Requisition Status 

1. Manage Requisitions 
 

Navigation:  eProcurement > Manage Requisitions 

The Manage Requisition feature provides you with the ability to review, edit, approve, or cancel 

requisitions. You can view requisitions in any status. You can only edit active requisitions that have not 

been sourced and do not have a status of Complete, or Canceled.  

The requisitions displayed in Manage Requisitions those that you have been granted authorization to 

view.  To view all requisitions that you have authorization for you will need to open up the filter.  To do 

this clear all of the fields, change the Request Status to all but complete, and click the search button.  

You can fine tune your search by entering more values into the search fields.   
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Enter values to fine tune your search.  
Clear fields to open the filter. 

Click Search 

You can sort by clicking on 
the Heading. 

Click arrow  

 to 
expand. 
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Icons are highlighted throughout 

the lifecycle of the order.  To 

inquire on any of these 

transactions, click on the button 

for the transaction type. For 

example, click on the 

Approvals button to see the 

Approval Status and other 

information related to approvals 

for the Purchase Requisition. 

 
 
Note:  Inventory is tracked in 
Maximo.  This icon is not 
applicable. 

Header 
Status 

Line Status 
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Requisition Header Status 

This status field displays the status across the entire procurement cycle, not just the requisition 

header status. The following statuses are included: 

 Approved: The requisition have been approved and is ready for sourcing. For this status 

to display at the header level, all lines of this requisition must be in the Approved status. 

 Cancelled: The requisition was entered and saved but then the entire requisition or each 

requisition line was canceled. For this status to display at the header level, all lines of this 

requisition must be in the Canceled status. A canceled requisition can be reopened within 

a certain number of days as specified for the Purchasing business unit; otherwise, it is 

closed permanently. 

 Complete: The requisition is marked complete after the requisition is dispatched on a PO, 

the goods are received and the vendor is paid. A background process identifies the 

requisitions and moves them to the complete status. Canceled requisitions and those that 

are fulfilled by inventory stock are also identified as complete. 

 Denied: The entire requisition or each requisition line has been denied in the approval 

process. For this status to display at the header level, all lines of this requisition must be 

in the Denied status. 

 Open: The requisition has been entered and saved but not yet submitted. For this status to 

display at the header level, all lines of this requisition must be in the Open status. 

 PO Partially Canceled: The requisition contains some lines that have been placed on 

purchase orders and these purchase orders have been subsequently been canceled. For 

this status to display, the purchase orders must all have the same status, Canceled. This 

status indicates that some of the requisition lines have not been sourced to a purchase 

order and it also indicates that none of the lines have been received or returned to vendor. 

 PO Partially Completed: The purchase order has been closed for some of the requisition 

lines , however the requisitions are not yet closed. 

 PO Partially Created: The requisition contains some lines that have been sourced to an 

approved purchase order. For this status to display, the purchase orders must all have the 

same status, Approved. This status indicates that some of the requisition lines have not 

been sourced to a purchase order and it also indicates that none of the lines have been 

received or returned to vendor. 

 PO(s) Created: The requisition has been placed on a PO that has been approved. This 

header status indicates that all lines of this requisition have been sourced to approved 

purchase orders and the requisition line status is PO(s) Created. For this status to display, 

the purchase orders must all have the same status, Approved. 

 PO(s) Cancelled: The requisition has been placed on a PO that has been subsequently 

been canceled. This header status indicates that all lines of this requisition have been 

sourced to canceled purchase orders and the requisition line status is PO(s) Canceled. For 

this status to display, the purchase orders must all have the same status, Canceled. 

 PO(s) Completed: The purchase order has been closed for all of the requisition lines , 

however the requisitions are not yet closed. 

 PO(s) Dispatched: The requisition has been placed on a purchase order and the purchase 

order has been dispatched to the vendor. This header status indicates that all lines of this 

requisition have been sourced to dispatched purchase orders and the requisition line status 
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is PO(s) Dispatched. For this status to display, the purchase orders must all have the same 

status, Dispatched. 

 Partially Dispatched: The requisition contains some lines that have been placed on 

purchase orders and these purchase orders have been dispatched to the vendor. For this 

status to display, the purchase orders must all have the same status, Dispatched. This 

status indicates that some of the requisition lines have not been sourced to a purchase 

order and it also indicates that none of the lines have been received or returned to vendor. 

 Partially Received: The requisition contains some lines that have been placed on a 

purchase order, the purchase order has been dispatched to the vendor, and the goods have 

been fully or partially received. This status indicates that some of the requisition lines 

have not been received. 

 Pending: The requisition has been submitted and is awaiting approval. This header status 

indicates that all lines of this requisition have the line status of Pending. 

 Received: The requisition has been placed on a purchase order, the purchase order has 

been dispatched to the vendor, and the goods have been fully received. For this status to 

display at the header level, all lines of this requisition must be in the Received status. 

 See Lines: The lines of this requisition are in various stages of the approval process and 

the lines have different statuses (i.e. pending, approved, denied, and so on); however, 

none of the lines have been sourced to a purchase order. 
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Requisition Line Status 

 

Displays the status of the requisition line. The statuses include: 

 Approved: The requisition line has completed workflow approval and is 

approved. The line is ready for sourcing. 

 Cancelled: The requisition line was entered and saved but then canceled. A 

canceled requisition line can be reopened within a certain number of days as 

specified for the Purchasing business unit; otherwise, it is closed permanently. 

 Complete: The requisition line is marked complete after the line is dispatched 

on a PO, the goods are received and the vendor is paid. A background process 

identifies the requisition lines and moves them to the complete status. Canceled 

requisition lines and those that are fulfilled by inventory stock are also 

identified as complete. 

 Denied: The requisition line has been denied in the approval process. 

 Open: The requisition line has been entered and saved but not yet submitted. 

 PO(s) Created: The requisition line has been placed on a PO that has been 

approved. 

 PO(s) Canceled: The requisition line has been placed on a PO that has been 

subsequently been canceled. 

 PO(s) Dispatched: The requisition line has been placed on a purchase order and 

the purchase order has been dispatched to the vendor. 

 Pending: The requisition line has been submitted and is awaiting approval. 

 Received: The requisition line has been placed on a purchase order, the 

purchase order has been dispatched to the vendor, and the goods have been fully 

received. 

 

2. Document Status 
Document status is a way to review what transactions are linked to the Requisition. 

Navigation:  Main Menu > Purchasing > Requisitions > Review Requisition Information > Document 

Status 
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3. Inquire on Requisition 
Navigation:  Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

 

 

Click OK. 
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Select the 
Requisition you 
want to review 
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Click  to view 
schedule 
information  



 

Page 77 of 144 
 

 

Click  to view 
Chartfields  
(Account, Fund, 
Dept, Project, 
Activity) 



 

Page 78 of 144 
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CREATE A RECEIPT  
Non-Inventory items are received by Requesters in Oracle / PeopleSoft.  Inventory items are received by 

the warehouse in Maximo.  

1. Receive Non-Inventory Items. 
Navigation:  Main Menu > eProcurement > Receive Items 

 

Select Line 
to Receive 

Click Receive 
Selected 
button. 
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Enter the 
received 
quantity. 

(Optional) Click to enter  
shipping comments. 
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Enter 
comments. 

Click OK 
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2. Receive for another Requester 
Navigation:  Main Menu > Purchasing > Receipts > Add/Update Receipts 

 

 
Click Add 

Save Receipt 
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Click Search 

Enter the PO ID  

You may need to clear fields in 
filter to open the PO search.  For 
example, delete the Ship to 
Location or change the Start 
Date. 
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3. Cancel a Receipt in eProcurement 

 

Search for the 

Requisition that 

was received.  

Click Search. 

Click  to 

expand 

Requisition 

information. 



 

Page 89 of 144 
 

 

 



 

Page 90 of 144 
 

 



 

Page 91 of 144 
 

 



 

Page 92 of 144 
 

4. Cancel a Receipt in Purchasing 
 

 

 

Click Red X to cancel entire 
receipt. 
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Click Yes to cancel receipt. 
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CANCEL A REQUISITION 

1. Cancel the entire Requisition 
 

Navigation: eProcurement > Manage Requisitions 

Search for your requisition.   
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2. Cancel a Requisition Line 
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Review Purchase Order 

1. Inquire on PO Information 
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2. PO Activity Summary 
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3. Document Status 
Use this inquiry screen to identify all of the transactions related to the Purchase Order. 

Navigation:  Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status 
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Click Search 
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Review Agreement / Contract 

1. Review Contract Details 
 his 

 

Navigation 

This is the total authorized 

board “Not to Exceed” 

Amount, less paid amount 

in GEAC. 

Amount Released on a PO 

converted from GEAC 

Amount Released on all other PO’s. 

Remaining Balance that can be 

processed against the Contract. 
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Click Document Status 

Link to view related 

transactions. 
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2. Document Status 

 

Document Status will show you all of the 

transactions that are linked to the Contract. 

Click View All 
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3. Contract Activity Report 

 



 

Page 118 of 144 
 

 

 



 

Page 119 of 144 
 

 

 



 

Page 120 of 144 
 

 



 

Page 121 of 144 
 

 

 

Click Process Monitor 

link. 
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To retrieve the report click 

on the POY3031 – Report 

link.   
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Review Invoice 

1. Review Voucher 
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2. Add/Update Voucher Inquiry 

 

 

 

 

 

 

Enter Vendor’s 

Invoice Number or 

use other parameters 

Click Search after 

you enter your search 

parameters 
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Entry Status:  The Voucher needs to have status 

of Postable in order for payment to be made.  If 

recycled, AP needs information from the 

Financial Analyst or the Vendor to fix the 

Voucher. 

Match Status:  The Match Status must be 

Matched or No Match in order to be processed for 

payment.  There will be a Match Exceptions link 

if the matching process detects an error.  Details 

are provide within the voucher. 

Approval Status:  Voucher must be approved to 

be processed for payment. 

Doc Tol Status:  Another matching process that 

checks for non-merchandise charges such as sales 

tax and freight.  The Status must be value to be 

processed for payment. 

Budget Status:  The status must be valid to be 

processed for payment.  Check with Grant 

Compliance if there is a budget error. 

Click Payments Tab 
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3. Payment Inquiry 
Navigation:  Accounts Payable > Review Accounts Payable Info > Payments > Payment 

Note:  It is easier to search for payment information using the Voucher Inquiry. 

Appendix A: Customize Fields 
After clicking on the customize link move the fields in the new order.  

You will see a check 

number and Payment Date 

if the Voucher has been 

paid. 
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Click on the 

Personalize Link 
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1. Select to highlight.  Hold the 
Shift Key down to select more 
than one field.   

2.  Use arrows to move 
highlighted fields.   
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Appendix B:  Autocomplete 
 

Click OK after the fields are in 
order. 
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Navigation:  Main Menu > My Personalizations > 
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1. Select No. 

2. Click OK  
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Click Return 
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Resources 
 

Contact Information 

 
For help regarding this material: 

 Sarah Castro scastro@bart.gov x4940 

Procurement Forms 
Procurement maintains the most current documentation regarding forms and policies.  Please contact 

the help desk x7208 for access to the Lotus Notes link. 

 

  

mailto:scastro@bart.gov
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Notes: 


